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Business Communication Custom Text 
Revised Outline 
Description:   
This book is designed to help student to develop learning and study skills and introduces 
them to communication issues and methods that apply to business practice.  
The first part of the book (chapters 1-6) covers key literacy skills as well as research and 
planning skills that are applicable to studying business.   
The second part (chapters 7-12) covers communication in the business environment and 
helps students to develop the interpersonal and team communication skills required of 
business professionals, as well as raising awareness of the communication conventions and 
standards of the business world.  
 
Topic No. Topic Title Sources 
1 Introduction to business 
communication 
Windschuttle and Elliott Ch.2 
2 Reading and note-taking Bretag et al Ch.1 
Bretag et al Ch.2 
3 Effective writing Windschuttle and Elliott Ch.4 
Windschuttle and Elliott Ch.45 
Bretag et al Ch.5 
4 Research Windschuttle and Elliott Ch.10 
 
5 Essays  Bretag et al Ch.3 
 
6 Referencing Windschuttle and Elliott Ch.12 
Bretag et al Ch.4 
7 Presentations Windschuttle and Elliott Ch.34 
Bretag et al Ch.9 
8 Business reports and proposals  Windschuttle and Elliott Ch.24 
Windschuttle and Elliott Ch.26 
Bretag et al Ch.7 
9 Team communication De Janasz et al Ch.10 
Crossman et al Ch.5 
10 Interpersonal communication Crossman et al Ch.1 
De Janasz et al Ch.6 
11 Business networking De Janasz et al Ch.16 
 
12 Electronic communication  Crossman et al Ch.7 
Bretag et al Ch.8 
 
